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8.63.00.00 - PAYMENT PACKAGE 
 
 
8.63.01.00 Authority for Scheduling Payments 
 
Approval of Contracts, Amendments, and Special Agreements creating right of way obligations constitute 
authority for scheduling payment of right of way obligations, provided Section 8.62.05.00 is complied with. 
 
8.63.02.00 Federal Participation Memorandum (Form RW 8-16) 
 
This form is to be completed on all settlements or agreements which create obligations of capital funds. 
Instructions for completing the form are included in the form section and Sections 8.50.04.00 and 8.50.04.01. 
 
8.63.03.00 Preparation of Acquisition Invoice (Form RW 8-17) 
 
This form is designed for use when requesting payment.  (See Form RW 8-17.)  The address of the payee or 
escrow agent should be shown in the section titled “Warrant/Check to be made payable to.”  The name of the 
grantor must be spelled exactly as shown on the Payee Data Record (STD 204). 
 
When payment has been authorized to a party or parties other than the grantor, instructions for drawing the 
warrant under the caption “Warrant to be made payable to,” follow a specific format.  Contact your 
R/W Accounting Liaisons for clarification. 
 
Under “FOR ISSUING CHECK: Mail By:” 
Insert the date check is to be placed in the mail. 
 
Under “PROPERTY ADDRESS OF PARCEL:” Add the actual address of the parcel (which may not be 
identical to mailing address provided under Warrant/Check to be made payable to).  A copy of the MOS is not 
required in the payment package. 
 
8.63.04.00 Payee Data Record (STD 204) 
 
A Payee Data Record (STD 204) is completed and signed by the payee.  A payee may be an individual or many 
individuals, a business, or a governmental agency.  Refer to instructions attached to form for explanation of the 
various types of payees. 
 
8.63.05.00 Name of Payee on Acquisition Invoice (Form RW 8-17) 
 
The name of the payee appearing on the Invoice must agree with the information on the bill.  When the escrow 
agent’s bill form is used, the payee will be shown on the Invoice in the following form: 

“Tulsa County Abstract Company, Account of John J. Jones.” 

The term “escrow agent for” must not be used on the face sheet.  The term “assignee of” must not be used unless 
accompanied by an assignment executed by the claimant. 
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8.63.06.00 Assembly of Payment Package 
 
 1. Federal Participation Memorandum (Form RW 8-16) 
 2. Right of Way Contract, 2 certified copies 
 3. Acquisition Invoice (Form RW 8-17) plus 1 copy 
 4. Deed, 2 certified copies 
 5. Interest computation sheet, if applicable, 2 copies 
 6. Payee Data Record (Form STD 204) 
 
The Agent shall insert the escrow number on the Acquisition Invoice (Form RW 8-17) which will accompany 
the warrant mailed by the Controller. 
 
8.63.07.00 Approval Signatures 
 
The Federal Participation Memorandum (Form RW 8-16) shall be completed and signed by an authorized 
representative.  The signature on the RW 8-16 shall represent a Right of Way confirmation that the payment is in 
accordance with the approved Contract. 
 
8.63.08.00 Verification of Vestee 
 
Where the signatures and the grantors named in the caption of the deed to State differ from the vesting shown in 
the title report, a letter should be secured supplementing the title report to bring the vesting up to date and 
confirm the names of the grantors as shown on the deed. 
 
When a deed is executed by parties in addition to those named as vestees in the title report, e.g., contract 
purchaser, spouse of vested owner, etc., the supplemental letter will not be necessary. 
 
8.63.09.00 Bills for Right of Way Property Transactions 
 
Bills from escrow agents (title companies or bank escrows) will include only the consideration for the deed and 
advances made for the account of the grantor.  Charges for escrow services, for preparing or obtaining partial 
release or reconveyance, and other services furnished by the title company or bank shall be billed separately and 
scheduled with general service and expense bills. 
 
8.63.10.00 Correction of Scheduled Amount 
 
If, subsequent to scheduling by the District, a schedule amount is found to be incorrect, Accounting should be 
immediately notified so a request can be made to the State Controller’s Office to withhold mailing of the related 
warrant.  Accounting will advise Right of Way if additional information is necessary.  After receiving an 
amended schedule, Accounting will correct the scheduled amount. 
 
If the warrant has been mailed to the payee, the District should immediately contact the payee and arrange return 
of the warrant and rescheduling in the proper amount. 
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8.63.11.00 Special Schedules-Condemnation Deposits, Withdrawals, and Expert Witness Claims 
 
Procedures involved in scheduling various condemnation deposits are found in Section 9 of the R/W Manual. 
Miscellaneous court deposits, i.e., jury fees, court reporter costs, are discussed in Section 8.68.02.00. 
 
8.63.12.00 Withheld Payments 
 
If the Contract provides for relocation or removal of certain improvements, and monies are withheld pending the 
relocation or removal of said improvements, the payment package will indicate the sum withheld.  The 
subsequent payment package covering the amount withheld will include a statement that the premises have been 
inspected and the work has been performed in accordance with the terms of the Contract.  Such a statement is 
needed before a warrant will be issued.  See Section 8.50.04.00, Item J, dealing with the timeliness of charging 
Federal Funds when a portion of the payment is withheld. 
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NOTES: 
 
 


